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Submitting and Approving IDPs — Frequently Asked Questions

1. | I'worked on my Checking the Status of Your Plan

Plan some time e First of all, check to see if you’ve got a Submit for Approval button. If your plan has a

ago. | can’t Submit for Approval button, you made changes to your plan, but did not submit

remember if my those changes, and you must click the Submit for Approval button to send those

supervisor is changes to your supervisor to approve.

supposed to e |f your plan has no Submit for Approval button, it’s best to check your plan’s status

approve to see who should take the next action. Here’s how:

something or if I'm 1. Below the Plan Title in the Plan Status section, click the small blue triangle.

supposed to Plan Title :

submit or approve FY09 IDP (Select Other Plan)

Something’ HOW ;L?i:e?f,g?:tpi\;ed (Expires 14 days from now) »

can | check the Effective Date:

Status of My Plan? 10/1/2008

2. Asmall table will appear with the names and E—— e— — —

dates of approvals. The last person in the table 2
with no action associated with their name is the ' Submiteed E‘t'ﬁ';'% 6/24/2003
person who must approve the plan. 2 Roleman,

3. Ifyour planisin Active/Approved status and the message looks like this (see
below), there is nothing more that needs to be done. All changes have been
submitted and approved.

Plan Status :
ActivefApproved (Expires 14 davs from now) »

Effective Date: Changes, if any, made to this version of the
10/1/2008 Flan have not yvet been submitted for
approval.
2. | Isthere a message 1. Loginto Aglearn. When Alerts
that appears if my you reach your Aglearn @ You have a Plan that requires Review and QF_,.W val=
IDP plan needs to Personal Home Page,
be approved? you should see a red alert message:

2. Click the message to move to the My Plans page. The plan that
requires approval will have a Review button. Click the Review
button. (Be patient, it may take a while for the entire screen to

—
display).
3. Click the Approve button
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3. | I'm a supervisor. 1. Login to Aglearn. When you reach your AglLearn Personal Home Page, you should
How can | tell if | see ared alert
have employee message: ® vou have Subordinate Plans that require Review and Appmuyals
plans that need to @
be approved? 2. Click the message to move to the Pending Reviews and Approval s page. The plan
that requires approval will have a Review button.
Plan Status a
Ogtest, Vera FY09 Plan Active/Approved| 10/1/2008 9/30/2009 Plan Revisig
3. Click the Review button. (Be patient, it may take a while for the entire screen to
display).
4. Click the Approve (or Reject) button.
5. Check the Status of the plan by clicking the Plan Status triangle (see above). The
status should now indicate that no more changes are waiting for approval.
Plan Status
ActivefApproved (Expires 14 davs from now) »
Effective Date Changes, if any, made to thist verzion of the
10/1/2008 E::?;rg-?:f not yvet been submitted for
4. | When | look at my | It may be that the employee needs to approve something that you sent to them a while
employees, | ago. Here’s how to check:
notice that one is 1. Login to Aglearn and click the My Employees tab.
listed as 2. Click the Subordinates or Organization Chart menu.
“Approvals 3. Find the employee that has the “Approvals Required” message and click the Goals
Required”, but | link.
don’t see any way 4. Below the Plan Title in the Plan Status section, click the small blue triangle.
to approve that Plan Title
FY09 IDP (Select Other Plan)
employees plan. )
;;i;e?:p:;frzued (Expires 14 days from now) »
01172008
5. A small table will appear with the names and
dates of approvals. The last person in the R N B B
table with no action associated with their 1 Submitted Fallow,  8/24/2008
name is the person who must approve the ) ::::1;
p|an. Amanda
5. | I looked at my If there is no Submit for Approval button, it probably means that your supervisor has not

current plan and |
see the message
“This plan
contains changes
that have not
been approved”,
but | don’t see a
Submit for
Approval button.
What does this
message mean?

yet approved the plan you submitted some time ago. To check who is responsible for the
next action on your plan, do this:
1. Below the Plan Title in the Plan Status section, click the small blue triangle.

Flan Title

FY09 IDP (Select Other Flan)

Flan Status

Active/Approved (Expires 14 days from now) »
Effective Date

10/1/2008

2. A small table will appear with the names and dates of approvals. The last person in
the table with no action associated with their name is the person who must

approve Step No. Action? Name Approved the plan'
Date
i Submitted Fallow, 6/24/2009
Kathy T
2 Roleman,

Amanda
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6.

| checked the
status of my plan
and see that | sent
it to the wrong
supervisor. How
do | get it back?

You'll need to update your AglLearn profile to the correct supervisor.

If your plan is in Submit/Pending status,

1. Login to Aglearn and click the Personal tab.

2. Click the Profile menu.

3. Scroll down to the Supervisor field and click the Select link.

4. Enter your current supervisor’s first and last name.

5. Click Search.

6. Inthe Results list, locate your supervisor and click the corresponding Select link.
7. Click Apply Changes. Your IDP plan will now be in a Rejected Status.

8. Click the Career tab.

9. Click the View Plan button of your rejected plan.

10. Click Submit for Approval to send the plan to your current supervisor.
If your plan is in Active Approved status, complete steps 1-6 above, the do the following:

7. Click Apply Changes.

8. Click the Career tab.

9. Click the View Plan button of your current plan

10. When you make changes to this plan, you’ll be able to submit the plan to the
correct supervisor.
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7.

| have a planin
DRAFT status and
can’t submit it. |
don’t have a
Submit for
Approval button.
My supervisor
doesn’t have any
message to review
or approve my
plan. What can |
do?

If you have a current plan that is in DRAFT status and cannot be submitted for approval,
check the status of your other IDPs in AgLearn. Click the Career tab, and then click the List
All Plans button. In a few seconds you'll see all the plans that you currently have in
Aglearn. Check for these common errors:

1. If a previous year’s plan has an expiration date that has already passed, and the plan is
in Draft status, click the Delete button to remove this plan that was never submitted.
Then check to see if your current plan can now be submitted.

2. If a previous year’s plan has an expiration date that has already passed, and the plan is
in Expired status, but has a Review button in the Action column, click the Review
button and approve that plan. Then check to see if your current plan can now be
submitted.

3. If a previous year’s plan has an expiration date that has already passed, and the plan is
in Expired status, but has no Review button in the Action column, click the View Plan
button. Below the Plan Title in the Plan Status section, click the small blue triangle.

Plan Title :
FY09 IDF (Select Other Flan)

Plan Status :
Active/Approved (Expires 14 days from now) »

Effective Date:
10/1/2008

A small table will appear with the names and dates of approvals. If the last person in
the table is your supervisor, your supervisor will need to login to AglLearn and review
this plan. You should then be able to submit your current plan.

Step No. Action? Name Approved
Date

1 Submitted Fallow, 6/24/2009
Kathy T

2 Roleman,
Amanda

4. If a previous year’s plan has an expiration date that has already passed, and the plan is
in Submit/Pending status, you’ll need to contact your AglLearn Agency Lead to have
this unapproved plan deleted before you can submit your current plan. You can find
contact information for all AgLearn leads by clicking the Contact Us link on the Aglearn
Home Page at www.aglearn.usda.gov .

USDA united Stetes Department of Agriculture
sl Aglearn

Learning just got easier!

Welcome to AglLearn! ”
Tererleleceins



http://www.aglearn.usda.gov/
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8.

I’'ve checked all of
the options in #7,
but none of them
apply to me. Can |
ask the Aglearn
Help Desk to help
me?

Of course, but since the technician won’t be able to check your IDP from the administrative
side, you’ll need to provide a way for the technician to troubleshoot the issue.

1.

Run a My Plan Report. From the Reports menu, select My Plan. Choose a PDF
report format and click Run Report. All plans will be included in the report.

Save the PDF file on your computer.

Next, take a screen shot of your plans. Select the Career
menu, and then click the List all Plans button on the
right side of the screen.

Press Ctrl-Print Screen to save the screen.

USDA united states Depantment of Agriculture.

=
s AgLearn elcome Kathy Fallow | About AgLearn | Contac Us | Home | Search Catalog ] Go | 2 Help | & Logout
Personal Learning Career Catalog Reports My Employees
* My Plan - History = -t + Career Planner
My Plans a

Below is a list of all your plans. To view a plan, choose the View Plan option for that plan. If you have permission and the plan is editable, choose the Edit Plan aption for that plan. If you have
permission and you want to begin the process of creating a new plan, choose the Create New Plan option.

All training or activities entered and approved on an employee’s Individual Development Plan (IDP) does NOT guarantee that training or activity will occur. All pre-approved
development activities will be considered and authorized on a case-by-case basis under existing » budgetary an P

My Plans
Plan Status o

My FY10 Plan Active/Approved 10/1/2009 12:00 9/30/2010 12:00
e e |
or or [T

NEW FY09 IDP Plan Expired 10/1/2008 12:00 9/30/2009 12:00
e e | ey, |

Fiscal Year 2008 IDP Superseded 10/1/2008 12:00 9/30/2009 12:00

REVISED FY0Q Plan Superseded 10/1/2008 12:00 9/30/2009 12:00
e e | ey, |
ork ork [T
N

Open a blank Word document and press Ctrl-V to paste the screen image into the
Word document.

Save the Word document on your computer.

Create an email to AglearnHelp@genphysics.com. State your problem and attach
both the My Plan Report and the Word Document with the screen image. This will
help the technician to see what you are seeing so that he can continue to
troubleshoot the issue.



mailto:AgLearnHelp@genphysics.com

